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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Division/Unit
Landfill

Agency

Washington County

Item No

Description

Retention

1

Reports to MD Dept of the Environment: scrap tire report for
scrap tire license, collection facility report, scrap tire hauler
report, daily green delivery slips, annual tonnage reports,
recycling accounting reports

Alpha General File (subject)

-contains but not limited to: accident reports, testing reports,
account adjustments, ads, invoices, bad depts and writeoffs,
correspondence, old city/county leachate tickets, delinquent
reports, haulers applications, hazardous waste, maintenance
contracts, monthly fuel reports

Construction files: construction report for the various landfill
cells - lists certification letters, correspondence, cost estimates,
invoices, memo report, construction project report, contract
bonds, site drawings, technical reports, daily summary report
by inspector (Retention for item 2a same as item 2 above)

Contract files

-contains but not limited to: capital project status reports,
invoices, correspondence, contract/agreement, gas, fuel and oil
contract, specifications, bid sheet, maintenance contracts,
permits, inspection services, construction project reports,
workpapers

Correspondence: reading file by date

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

Retain for life of contract plus
five (5) years, then destroy

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Approved by Department, Agency or Division Representative

Date

Signature

Type Name

Title

June 21, 1999

Joni:L. Bittner

Date

County Clerk

Schedule Authorized by State Archivist

nuL 20 1999

Signatureg"‘”‘l c. / ;‘7’“‘




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. /" 7{

(CONTINUATION SHEET) Page 2 of 2
Item No . Description Retention
S Summary reports by customer for all payment types; Retain for three (3) years and

computer generated lists: account, cash account, count,
weight, gallons, tip fee, spec fee, tax fee, total fee, invoice #

6 Residential permit reports: monthly summary, daily summary;
lists region, permits sold, permit receipts, yellow vehicle
permit applications

Invoices - paid

8 Weigh tickets (blue) lists: weigh in and out, vehicle type,
customer signature and driver’s signature, time, date, total fee

9 Personnel files

-contains but not limited to: accident reports, EEO
Guidelines, insurance forms, job descriptions and postings,
monthly auto allowance reports (employees), overtime, meal
allowances, correspondence

10 Vehicle maintenance files (equipment): service, parts, outsnde
vendor, work order, brochures, parts catalog

11 Disposal of various bulk materials

-contains but not limited to: sand, oil, black beauty abrasives
(sand), material safety data sheets, handwritten notes,
correspondence

12 Well sample analysis reports

-contains but not limited to: lab analysis reports for
groundwater monitoring, correspondence, water analysis lab
reports

13 Deposit tickets - bank deposit tickets, ticket summary, cash
drawer recap report

until all audit requirements have
been fulfilled, then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.
Retain until no longer required,
then destroy

Retain for three (3) years after
termination of employment, then
destroy.

Retain for three (3) years after
disposal or sale, then destroy.

Retain for five (5) years, then
destroy.

Retain for five (5) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.




NSTRUCTIONS ~ YPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED AECORD SERIES FORWARD WITH RECOROS RETENTION . RECORDS MANAGEMENT OIVISION
SCHEOULE (0GS 330-1 7275 WATERLOO ROAD
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1. OEPARTMENTIAGENCY . 2. DIVISION 1 UNIT
i 4

OEFINITION - Records Serlas - A graup of related records normally filed and used 33 2 unit for reference as wall as ratenton and disposition purpases. :

4, RECORD SERIES TITLE J i ? 7 “z‘ é ﬁ Z Z % Wo ﬁ’-—— 5. EARLIEST YEAR / LATETEST YEAR '
} }f ﬂﬁg = -/{-/ /%ro_éy/_;/ 72277
T2 oI e o ensT

6. RECORD SERIES DESCRIPTION { Brefly descnite the types of information/documents/forms found in the Series Incluce ihe pu-'p?)se or functicn-of the Senes)
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7. RECORO IES FORMAT(S) 8. RECORD SERIES § ICE 9. VOLUME /
- . e Orawer(s)
Alpnatelhica

Lester Size O Micrcilm O Microfilm Reel (si
O Compuler Tace is:

Q Legal Size a Ccmputer Tzce S Numencsl / a Cther (Spezily)
o Beund Book O Fioppy Oisk O Chronolog:cal Number c%, FZ”
T Ao Tape a Video Tape © Geographical 10. ANNUAL ACCUMULATION
. - Q File Orawer (5}
O Cther (Specily) O Cther (Speciiv) O Microfilm Reet (s}
O Comcuter Tacse!ls)
O Other (Specily)
. Number

11. FILE IS USED

-

2. FILE BECOMES INACTIVE AFTER

a Daily O Weekly a  Monthly i Q  Month(s) a  Yezr(s)
Number )

—

13. CURRENT LQCATION(S) (B!dg.. Floor, Room) : 4. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
W/l/ a  Yes O No

15. ACCESS RESTRICTIONS (If yes. cite [aw(s} & requialion(s)

—
P2

. AUDIT REQUIREMENTS

L Yes 8 No .0 None o Slate O Fegeral Q Independent

17. IS AN INDOEX SYSTEM USED? (f yes, exciain cnefly ang 18. RECOMMENDED RETENTION
w=sr0e any hargware/soitware) '

s S o Retain for three (3) Years and until
all Audit Requirements have been
19. NAME ANO TITLE OF PREPARER 26 Fulfilled, then destroy. -
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1. DEPARTMENTIAGENCY 2. DIVISION’ 2 UNIT

Lozl i /

DEFINITION - Racords Serles - A group of related records normally filed and used as 2 unit for refarence as well as retention and disposition putposes,

4. RECORO SERIES TITLE %A/A# &Mg/bﬁé— % "5, EARLIEST YEAR/ LATETEST YEAR oo .
(56 Jerr) 1PPZ oLl T

6. RECORD SERIES DESCRIPTION ( Brieflly descnte the lypes of ifformation/documentsfforms found n the Series Include the purpose ot functicn of lh/e?ne;)
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7. RECORD SERIES FORMAT(S) 8. n,témo SERIES SEQUENCE 9. v&ums /
’ / | | T Orawer(s)
Lester Size a Mcroiilm Alphateticar . o a Merofilm Reel (s)
. O Computer Tace {s!
O Llegal Size o Computer Tece G Numercal ; 2 O Cther {Specily)
a Bcwnd Baok O Fioppy Disk O Chionologcal Number cm Pf_
a Audo Tape " @ .Video Tace O Geograohical 10, ANNUAL ACCUMULATION
. . . : . PR O File Orawer (<)
O Otrer (Specify) O Other (Speciv) ’ .- O Microfilm Reel (s}
) o Computer Taoe(s) -
- T Other (Specify)
_jt/éx/f&/ —_—
» o ' Number
11. FILE IS USED o T 12. FILE BECOMES INACTIVE AFTER
a Daily O Weskly a ‘Momhly ) ‘ a  Month(s) O Year(s)
Number
13. CURRENT LOCATION(é) (Bldg.. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or olfice)

A/Wi)ipffy/ o Yes _ | o .No

15. ACCESS RESTRICTIONS (If yes. cile law(s} & reguianidn(s) 16. AUDIT REQUIREMENTS

¢ Yes a No a None a Slate o Federal ‘T Independent

17. 1S AN INDEX SYSTEM USED7 I yes. expian oneily and 18. RECOMMENDED RETENTION
w=srbe any hardware/software) ’

el en | UOE Gential iz /éf enhoi

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER : 21. DATE

_
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DEFINITION - Racords Serles - A group of related rocords normally filed and used 31 2 unit for referance as well as retention and disposition purposes,

4. RECORD SERIES TITLE Cﬁ :2 /9;//7/&7'}—5& }F/‘/ ' 5./57ARL|EST YEAR LATETZ;;}T\
; - 22 ¢ Q / 7 4
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6. RECORD SERIES DESCRIPTION { Bnefly descrte the lypes of information/documents/forms found i the Senes  Include the, purpose of functicn of the Scues!
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7. RECORD SERIES FORMAT(S) J / . 8. REC(:ZWNCE / ‘/vol_ume Q—n/
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. . [LUACY RREE TR I IO P SO 28 L B CA E)
O Baund Book a Floppy Oisk o ‘0 Chronological Number c[/ ” FT:H
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. . Qa Fie Orawer (<)
0 Ottar {Specily) ) a Cther {Speciv) O Microllm Ree! (s}

0 Comguter Tape(s)

e Number

W g |
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11. FILE IS USED . FILE BECOMES INACTIVE AFTER

o Daly O Weekly O Monthly a  Month(s) o Years)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

-

4. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, spectly agency or office)

AWJH)/ 0 Yes _ 0 No ﬂ

-
o

15, ACCESS RESTRICTIONS (I yes. cite law(s) & requation(s) . AUDIT REQUIREMENTS " ’

G Yes ©a Ne - O’ None " g Slate O Feceral O Independent
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17. IS 21 INDEX SYSTEM USED? (f yes. exoiain criefly and | 18. RECOMMENDED RETENTION
weerte any hargware/soltware) ’

..
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19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE
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INS{RUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW . ‘

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
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1. DEPARTMENT/IAGENCY 2. DVISION

Lrod o

3. UNIT

DEFINITION . Records Serles - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

§. EARLIEST YEAR / LATETEST "(EAR

6. RECORD SERIES DESCRIPTION ( Brielly desctite the types of in’(orm‘alionldocumems/forms' found in the Series Include the purpose or funclicn of the %
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11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER

o Daily a Weskly a Monlhly 0 . Month{s) o  Years)

Number

13. CURRENT LOCATION(S.) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specily agency or office)

Liwd 2/ e o
15, ACCESS RESTRICTIONS {if yes. cite law(s} & leguialion(s_) 16. AUDIT REQUIREMENTS
¢ Yes a Ne o None a State 0 Fegeral a lndependenl

17. IS AN INDEX SYSTEM USED? (Il yes. expwn onefly and

e any hardware/software) -

18. RECOMMENDED RETENTION
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REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION | - RECORDS MANAGEMENT DIVISION
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1. DEPARTMENTIAGENCY 2. DMSION . 3. UNIT
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DEFINITION - Racords Sarles - A group.of related records normally filed and usad 23 a unit for refarence as wall as retention and disposition purposes.

4. RECORD SERIES TITLE évﬁ/,% D/Qz/fw‘e 5. egﬂussr YEAR | LATETEST YEAR
' / ‘ | _ /PZ/ o dfz 7=¢35]

6. RECORD SERIES DESCRIPTION ( Brielly descrite the tyges of in/rormalionldocumenlsl(orms fopnd in the Series Include the purpose or funclicn of the Senes}
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

) : rawer(s)
~ler Size O Microitm O Alphateticar o . O Microfilm Reel (s)
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0 Bsund Book T Floppy Disk : o Chronolog:cal Number Cl/ - / /_r .

Q Audo Tape " a Video Tape 0 Geograohica! 10. ANNUAL ACCUMULATION
: . . : . R o File Drawer ()

O Otter {Specify) 8 Other {Speciy) S o Microfilm Reet (s}
. ) 0 Computer Tape(s)
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13. CURRENT LOCATION(S.) (Bldg., Floar, Rpom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)
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15, ACCESS RESTRICTIONS (If yes. cile lawis) & reguiation(s) | 16. AUDIT REQUIREMENTS

¢ Yes: a WNo O None o Slate O Federal o Independenl

17. IS & INDEX SYSTEM USED? (If yes, expian onelly and | 18. RECOMMENDED RETENTION @7’—’/ D FE/~ = )@'/:5
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19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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[\ 1. DEPARTMENTIAGENCY 2 DIVISION Z 3. UNIT

OEFINITION - Racords Sarles - A group of related records normally filed :nd used 23 2 unit for rafarance as wall as retention and disposifon purposes,

4. RECORO SERIES TITLE 5”/%”%%//fopp7; : 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly descrte Ihe lypes of ifformation/documents/farms found in (he Series  Include ihe purpose or functicn of the Senes)
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE : 9. VOLUME /
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) M/ o Computer Tace st
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0 Bzund Book a Floppy Disk O Chronolog:cal . Number a[,ﬂ F7’ .
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. : - : - : . . a File Drawer (g}
O Otker (Specify) O Other {Speciiv) : O Microfilm Reel (s}
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Z )y,#é O Other {Specify)
: e o . Number
11. FILE IS USED ' L 12. FILE BECOMES INACTIVE AFTER
O Daily g  Weskly a Monlhly ) a  Month(s) a  Year(s)
. Number ’
13. CURRENT LOCAT!ON(é) (Bldg., Floor, R_oom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

L) P p— o

15. ACCESS RESTRICTIONS (If yes. cite law{s) & tequiation(s} 16. AUDIT REQUIREMENTS

¢ Yes a No 0 None o Slate O Federal ‘C  Independent

47. IS AN INDEX SYSTEM USED? (I yes. exoian Criefly ang | 18. REGNUMENNER RETENTION
@=-rve any hardwarelsoftware) - ’

Retain for three (3) Years and until
all Audit Requirements have been
Fulfilled, then destroy.

‘as . S Mo

19. NAME AND TITLE OF PREPARER 20. TE

OGS $50.4 Fagsed 493! o o T

|




.|| UsLAuCTIONS - TYPE OR PRINI A SEPARATE FORM FOR EACHNEW. | . DEPARTMENT OF GENERAL SERVICES ' AGENCYxRECORDS TVE T ORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION * RECORDS MANAGEMENT DIVISION '

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794 © Page . of

1. DEPARTMENTIAGENCY 2. DIVISION P&/é&c e | 3 oumr
M%//M/%ﬂ (o é%s%@éé%“ AZF_//

DEFINITION ARacords Serles - A group of related records normally filed and used a3 a unit for reference as well as retention and disposition purposes
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6. RECORD SERIES DESCRIPTION ( Briefly descrte the types of ifformation/documents/fotms found in the Series  Include he purpose of funclien of the Sernies)

fesidenrtriel Ferro T HeporTS - /«/m%/f
Sk 7 D/?/// Sur 222k ~
LisTe - fe /D/CD’ 796/’7%/7/ 69/J/ )pf”/b’//r
/{@@ }0 e

/6///%0 VELIE e / AT %}gﬁ/p/ Mﬁg}é | %7:?_/
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13. CURRENT LQCATION(S) (Bidg., Floar, Rqom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

L)) S

15. ACCESS RESTRICTIONS (If yes. cite law{s} & reguialién(s) 16. AUDIT REQUIREMENTS

o Yes a No o None o Slate O Federal © 'O Independent

17. 1S AN INDEX SYSTEM USED? (f yeé. expiain cnefly and 18. RECOMMENDED RETENTION
=vsoe any hardware/software) ’
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19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

Lipod 51/

OEFINITION - Rocords Serles - A group of related records normllly filed and used 23 2 unit for reference as wall as retentlon and disposition purposes

4. RECORD SERIES TITLE /M/ﬁ/&fé : | 5. EARLIEST YEAR / LATETEST YEAR
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[copiesd i
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11, FILE IS USED o ‘ . 12, FILE BECOMES INACTIVE AFTER
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Number )
13. CURRENT LOCATION(Q) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

15, ACCESS RESTRICTIONS (if yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS

G Yes a No O None o Slate O Federal ‘O Independent

17. IS &N INDEX SYSTEM USED? (Il yes, axoiam oneily and | 18, RECOMMENDED RETENTION ,ﬁ?’}'é/,() [,//()f'/'é MD

amsope any hardware/software)
Zy// /////’“CJ T ex
T 'es . - G Mo D ( é

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0635 $80-4 Teqsed 193




SCHEOWLE (OGS 550-1)

INSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW -
REVISED RECORD SERIES FORWARD WITH RECOR0OS RETENTION

" RECORDS MANAGEMENT DIVISION
. 2275 WATERLQO ROAD
‘P.0.-80X 275 - JESSUP, MARYLAND 20794

- DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS, IFWENT OR Wil

Page A -

ot

1. DEPARTMENTIAGENCY

2. DIVISION '

Ltdfo )/

3. UNIT

DEFINITION - Records Serles - A group of related records normally filed and usad 23 a unit for reference as

well as retention and disposition purposes.

4. RECORO SERIES TITLE

[ gy ej)

WE/fé%E |

S. EARLIEST YEAR / LATETEST YEAR

”ﬁrowxﬁf

6. RECORD SERIES DESCRIPTION { Briefly descrite the types of ifformation/documentsifarms found in the Series Include the purpose or funchicn of the Sernes’

Ly IS Wé//£ SO NPT yetrole e e s
- - v . i
| Qé/ A& 57/@9—%%*%3 DI 7V Ers 5/7/%,974 |
/0027 ; D/élé// /97%4//5;6/’ -

7. RECORD SERIES FORMAT(S)

O Leter Size a Microfilm

O Legal Size o Computer Tzce
0 Bzund Book O Floppy Disk

Qa Aucio Tape " @ Video Tace

8. RECORD SERIES SEQUENCE
Q Alphabtelicas
W
O Chronolog:cal _

0 Geograchical

9. VOLUME
Mer(s)

O Mcrofilm Reel (s)
a Computer Tace {s:
O Cther (Specify}

Number &L/ e P

10. ANNUAL ACCUMULATION

. o O File Drawer ()
Dﬂw/(Specdy) é X a Cther {Speciiv) O Miceofilm Reet (s!
o Compuler Taoefs)
a Other (Specily)
Tieke] A
‘ e _ Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly a  Weekly a  Monthly a  Month(s) a  Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floar, Room)

bttty

- a Yes

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)

o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) & feguia(ién(s)

¢ Yes g No

16. AUDIT REQUIREMENTS

a None o State

O Fegeral

‘O independent

17. IS AN INDEX SYSTEM USED? (If yes. axoiain onefly and
weese any hardwarel/software) ’

T ‘as G Mo

18. RECOMMENDED RETENTION

Retwmiwo 3 Serrs

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

|

LS S804 . Tepsed 1/93)




INSTRUCIIONS - IYPE OR PRINT A SEPARATE FORM FOR EACH NEW -
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1) )

- DEPARTMENT OF GENERAL SERVICES,
" RECORDS MANAGEMENT OIVISION
7275 WATERLOQ ROAD
‘PO.-BOX 275 - JESSUP. MARYLANO 20794

3 RO

AGENCY’ Recoaos It

Page of

1. DEPARTMENTIAGENCY 2. DIVISION

Aﬁx// )

3. UNIT

OEFINITION - Records Serles - A group of related racords normally filed and uu} 22 2 unit for referance as

well as retention and disposition purposes.

4. RECORD SERIES TITLE pg,{jﬂ/{//{/gé %

5. EARLIEST YEAR / LATETEST YEAR

mmégf/ép?" |

6. RECORD SERIES DESCRIPTION ( Briefly descrite the types of information/documents/forms found mn the Senes}luc“

Consis/s ﬁf“’ 2 M=
fcwpr 7= J EED

Wiez/ 220

/2> Lt LE
Grirsde /ines] /S L///%we ;p//‘ .

Job Desey 275000559 }pﬁé/ / /ﬂ//
Wilpomne e RepordS JEWW y@f
LOFA 455 &p/‘ 77 a:s/pp

the purpose or functicn of lhe Se¢ xe.;.

/% //%/7"

Number

7. RECORO SERIES-FORMAT(S) 8. RECORD SERIES SEQUENCE | " 9. VOLUME /
. File Drawer(s)
eter Size o Microfilm Alphateticas a Miwcrofilm Reel (s)
O Compuler Tace {s:
O Legal Size O Computer Tzce T Numercal O Ciher (Specily)
O Bound Book O Floppy Oisk O Chionolog:cal Number w’ E;—
Q Audio Tape " G Video Tage O Geograohical 10. ANNUAL ACCUMULATION
. : : O File Drawer (<)
O Ctrer (Specily} a Other (Speciiv) O Microfilm Ree! (s}
O Computer Taoe(s)
S [/ é / —/—\ Qa Other (Specity)
. e v Number
11. FILE IS USED o 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly a vMomhly a  Month(s) a  Year(s)

13. CURRENT LOCATION(S.) (Bldg.. Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specily agency or office)

LonlFs// a °
/ -
15. ACCESS RESTRICTIONS (If yes. cile law{s} & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes a No O None o State O Fegeral ‘O Independent

17. 1S 2N INDEX SYSTEM USED? (Il yes. exoiain cnefly and

cnpe any hardware/software)

‘25

DEs5F712 Lt

18. RECOMMENDED RETENTION ){g//@ 7@ 5%’/3
BT er—"] er—r/ 1 s7on,7

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER/

21

DATE

063§ $80.4 Teqsed 1/93)
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(SLRUCTIONS - IYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVEAJORY: " .
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT OIVISION ’

SCHEDIRE (BGS 530-1) 7215 WATERLOD ROAD
PO. BOX 275 . JESSUP. MARYLAND 20794 © Page . of

1. DEPARTMENTIAGENCY | 2. omisioN 3. UNIT

Wi tnrrons Lew | iy

DEFINITION Recoids Serles - A group of related records normnlly filod and used a3 2 unit for referance as well as retention and disposition purposes.

4. RECORD SERIES TITLE Ié%/ 'e W%/ﬁ/’é—&ﬂﬂdé 5. EARLIEST YEAR f LATETEST YEAR
/ L roézg 72
F// /Jf?///p/@fﬁf) e il

6. RECORD SERIES DESCRIPTION { Briefly descrte the Iypes l/m!ormanonldocumentsllorms found In lhe Seres Include the purpose or functicn of the Senest

Mworzree oo E s ,szfﬁE Servibe -

o] - , .
IR} R S IRY PR S LN S

T

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
- Ve de Orawer(s)
Leter Size

v 0 Microfim . O Alphatelrcar , . O Microfilm Reet (5)
/ O Computer Tace {s:
0 Lezal Size 0 Zomputer Tece - - umencal : : O Ciher (Spezity)
R PR D S S T
o Bzund Book O Floppy Oisk ’ a Cheonologecal umber M, /Z:/_
o Audo Tepe " @ Video Tage O Ceograchical 10. ANNUAL ACCUMULATION
‘ . .o O File Drawer (£)
O Cther (Specily) A O Other {Speciivy O Microfilm Ree! (s}

O Comguter Tape(s)

S 79[// PMWT_ O Other (Specty)

P Number
11. FILE IS USED A ' o 12. FILE BECOMES INACTIVE AETER
a Daly 0 Weskly a  Monthly T 0 Month(s) a  Years)
Number
13. CURRENT LOCATION(S) (Bidg. Floor. Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

,AWW/ . : U ers . . o No

15. ACCESS RESTRICTIONS (I yes. cile lawis) 3 requation(s) | 16. AUDIT REQUIREMENTS

L Yes ‘3 No O None o o Slale . O Fegeral O Independent

S

17. IS £ INDEX SYSTEM USED? (I yes. excram crelly and | 15. RECOMMENOED RETENTION W/”f; —~32 7

.,- l: any hargware/software) ) c_ ;lo ) M rﬂfénge'z o é’q—/ W/-é/z)
r | P ey

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBEF/ 21. DATE -

\

063§ $50.4 Danged 1931




INSTRUCTIQNS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEQ RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page of

1. DEPARTMENT/IAGENCY

Ws hpoodomo O

2. DIVISION

3. UNIT

Lipodi=

CEFINITION - Racords Sarfes - A group of related records normally filed and used as a unit for reference as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE _D/é)gﬁéﬁé— F/ﬁ‘/f/ﬁ%
B/ K

S. EARLIEST YEAR / LATETEST YEAR

[Pk Cptr 7T

T s

6. RECORD SERIES DESCRIPTION { Briefly descrite the lypes

%nmfoc_umems’/forms found n the Series lﬁclude
CorB|sf= f2, b/ AT Lo Jad /2

Lk géjzz/" S By s (spprd

W7 Tz

7 ; 2
Wterse/, =% I <pals
— S < i /p/’/‘&s/@ﬂ/v&/::/(//bﬁ.

s
ihe puipose or fupctien of the Senes)

Z ; 5/& -
S

e

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SE NCE " 9. VOLUME /
) e Drawer(s)
~ler Size a Micrcfilm lchateticat a Microfilm Reel (s)
a Computer Tace {s!
O legzat Size o Computer “zce S Numencal O Cthet (Spezily)
a EBzund Book O Floppy Qisk a Cheonologcal Number O/(, F/’
O Audio Tape Q Video Tace O Geograchical 10. ANNUAL ACCUMULATION
o File Diawer (<)
0 Ctrer (Specily) Q Cther {Speciiv) O Microfilm Ree! (s}
o Comguter Tapa!s)
O Other (Specily)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
g Daily o Weekly 3 Monthly o Month(s) O Year(s)

13. CURRENJ LOCATION(S) (Bidg.. Floor, Room)

Led =7/

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office}

a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s! & requiation(s) 16 AUDIT REQUIREMENTS
U Yes o WNe g None a Slate O Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (If yes. exciain cnefly and
a=erte any hargware/soitware) ’

‘as

0

o

Thew DesTrey.

18. RECOMMENDED RETENTION }{@7’/?7’/() ﬁP 5—-%‘5/?‘/:5)

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21.

DATE

C63§ $504 Fmpsed 1/93)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (0GS 250-H 7275 WATERLOO ROAD
PQ BOX 275 - JESSUP. MARYLAND 20794 ‘Page . of

DERARTMEMTIAGENCY

%/}V z, @k 2. DIVISION | 2}2&///;-/

DEFINITW{ Records Serles - A group of related records normally filod and used as a unit for referenca as

waell as retention and dispasiion purposes.

4. RECORD SERIES TITLE b/g// 5&”7%& %M /éb.’ 5. EARLIEST YEA;?TETEST YEAR
feror 7= il

6. RECORD SERIES DESCRIPTION { Bnefly descnte the lypes of informalion/documentssforms found in the Series

Incluce ihe puip ose ot functicn of the Senes)

CAINSTZ 0 o7 L 9ol TP~ L PP
Kgfﬁr‘/s F I 7/"4/%/%%/2 /Wac/’/f/?/g;«

Corespoiderae ; i ier fonlssis Lot
K7 s

feyor T Fre e T W//W‘W///’ /.

7. RECORD SER|ES FORMAT(S) 8. RECORD’(R!ES SEQU 9. VOLUME /
. e Orawer(s)
wler Size G Micreftim chacenca o Microfilm Reel (s
o Computer Tac_ s
O Legat Size o Ccmpuler Tzce G Numencal Z G Cihet {Specily
Q B-und Book T Floppy Qisk O Chronoleg:cal Number CM 1@_—
O Aucio Tape O Video Tage O Geograohicat 10. ANNUAL ACCUMULATION
.o a File Orawer ()
0 Ctrer (Specify) a Cther (Speciiv) Q Micrafilm Ree! (s}
O Comcuter Tapels)
Qa Other (Spesily)
o Number
11. FILE IS USED . 12. FILE BECOMES INACTIVE AFTER
C Daly O Wesekly a  Monthly _ a  Month(s}) g  Year(s)
Number
13. CURRENT/LOCATION(S) (Bldg.. Floor, Room) - 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. spezify agency o office)
/
a  Yes o No

15. ACCESS RESTRICTIONS (If yes. cite lawis} & reguiation(s) 16. AUDIT REQUIREMENTS

L Yes 3 Neo 0 None a State O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (f yes. exciain cneily an 18. RECOMMENDED RETENTION } 74 /‘ {/@/&/w
wmenpe any harmvare!sonware)“ = ”'a ’ M /Z/f}A W/ %— /M Fﬂ[/ / /_&VW /M/é

— e &éf/ﬁ/ﬁ,//g(g ey Destrey

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

C138 $504 Fepsed 193}




REVISED RECORD SERIES
SCHEDULE (DGS 550-1)

FORWARD WITH RECORDS RETENTION

INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW -

- DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY‘RECOROS*INVE’UGRY

s WATERLOO ROAD
P.O.-BOX 275 - JESSUP. MARYLAND 20794

Page . ‘ . ot

1. DEPARTMENTIAGENCY

2. DIVISION

s/

3. UNIT

Aﬁ/z?//f )/

DEFINITION - Rocords Series - A group of related records normally filed and used 23 a unit for reference as

well as retention and dlspoumon putposes.

4. RECORD SERIES TITLE M%/WQE

5. EARLIEST YEAR / LATETEST YEAR

AT Gy ner—

Kepor™-

6. RECORD SERIES DESCRIPTION ( Briefly descite the types of ifformation/documentstorms found in the Series

Iy DEprs/7TJic KeZS — BIRR Depasi //&/{57‘
/&/4 EF Sul77/77 271 o7 7 ﬁ/ﬁsé dr=oer /fec xa/o

Include the purpose of functien of the ..cue:..

/

7. RECORD SERIES FORMAT(S)

eter Size a Microfilm

8. RECORD SERIES SEQUENCE

9. VOLUME .
em'(s)

O Afphateticas a Microhlm Reel (st
/ o Computer Tace {s:
a Llegal Size a Compuler Tzce umentcal 2 a Cther (Specily)
O Bcund Book a Floppy Oisk G Chronolog:cal Number &// ’ / // .
a Awdo Tape Q Video Tace o Geoéraohxcal 10. ANNUAL ACCUMULATION
) . .o O File Orawer (<)
O Otrer {Specify) a Other {Speciiy) G Microfilm Reel (s}
O Comguter Taoe(s)
@ )9—7% O Owher {Specity)
' v L Number
11. FILE IS USED o 12. FILE BECOMES INACTIVE AFTER
O Daly O Weekly ol Momhly O Monih(s) o Years)

Number

13. CURRENT LOCATIONlé) (8idg., Floor, Room)

14,

1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency or office)

Lt (7 o "
15. ACCESS RESTRICTIONS (If yes. cile taw{s} & requiation(s) 16. AUDIT REQUIREMENTS
¢ Yes g No a Noné 0 Slate O Federal G Independent

17. IS AN INDEX SYSTEM USED? (If yeé, exoiain oneily and

wmeste any hardware/sofiware)

T fes G

18. RECOMMENDED RETENTION

- - PRS-

{

Retain for three (3) Years and until
all Audit Requirements have been

19. NAME AND TITLE OF PREPARER

20. Fulfilled, then destroy.

€68 8804 Tepsed 1193)




